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MANAGEMENT
The Co-op uses a team management approach, known as the Board of Managers, which includes the officers
of the Co-op as well as the daily managers. All have an equal voice in decision making. We've found this to be
the most effective way of running the Co-op.
Managers:
Daily
Monday
Tuesday AM
Tuesday PM
Thursday
Friday
Saturday – 1st
Saturday – 2nd
Saturday – 3rd
Saturday – 4th
Substitutes
Cashiers

Special/Dept.
Books
Building/Grounds
Bulk
Consignment
Gluten-free
Herbs/spices
Packaged Goods
Pet Food
Produce
Purchasing
Supplements

Officers:
• General Manager
• Associate Manager
• Assistant manager
• Secretary
• Treasurer
MEMBERSHIP
The Upstate Food Co-op is a members-only health food co-operative, which requires membership in good
standing by annual renewal of dues in October of each year. Currently dues are $24 per year payable in
January. One-month trial memberships are $3.00 and limited to one trial membership per year per potential
member. Memberships are based per household. Dues for new members are pro-rated based on the month of
joining.
Levels of memberships:
Trial - A one-month trial membership of $3.00 is available. This membership will receive a 30% markup
for the month. If the trial member decides to become a working member, they will receive the 15%
markup after 4 hrs have been worked.
Working - Working membership requires a 4-hour commitment per month, preferably 2 hours twice per
month, to receive the 15% markup. These hours need to be worked at least a month in advance to receive
the 15% mark-up. Hours worked will be recorded by the manager on duty on the member's current
membership card. Members who are scheduled to work are expected to call as soon as they know they will
not be able to work their scheduled time slot. For members who work 8 hours per month the markup is
12%. For members who work 12 hours per month the markup is 9%. For members who work 16+ hours
per month the mark up is 5%.

Contributing - Contributing members are not required to work and receive a 30% markup.
Seniors - Members who are senior citizens (65+) receive a non-working markup of 25%.
Disabled - Members who are disabled receive a non-working markup of 20%.
Managers - managers are members who have volunteered to work on select days to open and manage the
Co-op or have specific recurring responsibilities and receive a 5% markup. See list under Management.
Officers – members (usually managers) who hold the board positions of General Manager/President,
Assistant Manager/President-Elect, Associate Manager/Vice President, Secretary or Treasurer and receive
a 0% markup.
Businesses - The Co-op has two categories of business memberships, which also pay annual membership
dues. A required sales tax form has to be on file at the Co-op:
1. When goods between the Co-op and a business are exchanged, the business receives a 5% markup.
2. When goods are not exchanged between the Co-op and a business, the business receives a 10%
markup. Business memberships and category are approved by the General Manager. For details
please contact the General Manager.
PRICING
Our pricing strategy is based on pricing the inventory at wholesale, plus shipping. At the time of purchase an
additional mark-up will be added to the total food bill based on the level of membership. The SC tax law
requires state sales tax of 6% for all items which will also be added at check-out. Membership fees do not
incur mark-up or sales tax.
Because of the new item departments, the Co-op will no longer allow members to bring lists of prices to check
out or call out prices to the cashiers. All cashiers are required to visually check the price of the item, enter the
price and new key code as appropriate for each item. No exceptions.
WORK POLICY
The working age limit is 12 unless otherwise approved by the general manager. Parents are encouraged to not
bring younger children to the Co-op on days they work.
Mothers with infants will have three months following the birth of their baby to shop under their current
working mark-up without having to work their required hours per month. Please contact the General Manager,
so a notation can be made on the membership card.
If a month (4hrs) of working is missed, the member will receive the 30% mark-up until 4 hrs are worked in
advance.
Special request with the General Manager or Assistant Manager is needed if a working member desires to
work their annual hours over a several month period in advance.
Working members who desire to be cashiers are required to undergo training at the Co-op. Once the General
Manager has approved the member as a cashier, the member will sign an agreement that they will be
responsible financially for any shortages of more $3.00 from the cash drawer for that day. In the event of
multiple cashiers on one day, the shortage will be evenly divided among the cashiers. Repeated errors on the
register or any specific job function by the same member may necessitate that member volunteer for another

available job. The cash drawer will be counted by the manager prior to opening and after closing the Co-op for
the day.
MEETINGS
The Board of Managers typically meets the first Saturday of the month at 8 AM. Members are welcome to
attend.
Since the input of all members is important, general membership meetings will be scheduled at least quarterly
to provide more detailed information about the management and financial health of the Co-op to members and
receive their feedback. A social hour (potluck or refreshments) may be held prior to the general business
meeting.
We also provide updates, current news, future events and special interests in our quarterly newsletter available
at the check-out and on our web site: http://home.earthlink.net/~sharecoop.
REQUESTED ORDERS
The Co-op accepts requests from members for special orders. A notebook - "Member Orders" - located at the
check-out contains instructions and order forms, where the member is required to fill out the brand name,
description, quantity and size of the item they wish to order. The member must also include a date for pick-up.
Members are responsible for timely pickup. Please be specific in your requests. Some suggestions for
researching a product you're not sure about: go to the local health food store and see what they have in stock,
check advertisements in magazines, such as Vegetarian Times or Natural Health, or do a search on the internet
(available at public libraries). A resource list is found on our web site: http://home.earthlink.net/sharecoop.
Most items will arrive in approximately two weeks. Managers and/or members can check the Order Calendar
posted to see when company orders were placed and anticipated deliveries.
Members may be notified by phone when their orders come in if there are enough workers to do so. Members
are responsible for picking up their orders on the day they specify on their order forms. This is especially
important if perishable items were ordered. We may hold non-perishables for one week, perishables for 2 days.
If they have not been picked up during that time, and we do not know of extenuating circumstances, the items
may be placed on the shelf for general sale. Members who place orders without specific pick-up dates will be
expected to collect their items as they come in. If they prefer to collect their orders in one trip, a pick-up date is
needed.
If items are out of stock, they will need to be reordered by the member.
Members who place requested orders are expected to purchase all items ordered and will not be allowed to
leave items in their bag on the shelf for later purchase. Managers on duty are not authorized to provide refunds
or exchanges of special-order items (see Returns Policy below).
RETURNS POLICY
Requested orders - The manager on duty is not authorized to provide immediate refunds or exchanges of
special-order items. Refunds or exchanges must be approved by the General Manager. We require notification
within 48 hours of purchase if there is a problem with an item that was purchased on or before the original
pick up date recorded on the member's special order form, so that we can notify the Vendor and receive credit.
The Co-op reserves the right not to refund or exchange items that exceed these time limits.

The member needs to bring the item in question, a note about the problem and the cash register receipt to the
manager on duty, who will inform the General Manager of the return. Once the Co-op has processed the item
in question, the member will be notified as to whether it may be exchanged or a refund issued.
General merchandise - If a member wants to return something purchased off the shelf and the return is
approved, we will do an even dollar exchange on the day they bring the item and the receipt back--no refunds.
CONSIGNMENT POLICY
If a member has items they would like to sell on consignment at the Co-op, contact the Consignment Manager
via the Co-op. Members should call before bringing consignment articles to the Co-op so that the Consignment
Manager can meet with them. All consignment items must be reviewed and approved by the board of
managers before being accepted for sale through the Co-op.
PURCHASE OF LOCAL PRODUCE
If a member has produce they would like to sell to the Co-op, contact Patricia Watkins, our produce manager,
at the Co-op on Thursday afternoons. Local produce must meet our standards of quality, price, presentation
and dependability of the supplier/grower.
------Managers/Officers and Mark-ups updated 03/20/03
Managers and Mark-ups updated 09/17/02
Managers/Officers Updated 01/09/02
Policies Revised 08/23/01

